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Introduction 


Welcome to your guide to payroll year end 2012/2013 
and Real Time Information (RTI) 

RTI is the new way you’ll submit information to HMRC from 6 April 2013. 

This guide explains everything you need to know and takes you through the 
process. Even if you’re familiar with the year end routine, we recommend you 
take the time to follow the guide so that you’re ready for RTI in the new tax year. 

Don’t worry if everything looks the same in your software at the moment. 

You won’t see any new RTI features until you’ve installed your tax year update 
and your process date is on or after 6 April 2013. 

At the end of the tax year, if you’ve paid any employees, you must submit an 
Employer Annual Return to HM Revenue & Customs (HMRC). The Payroll Year 
End option takes you through the steps to complete and submit your return. 

HMRC must receive your return no later than 19 May 2013, and by 31 May 
2013 you must also provide all employees working for you at 5 April 2013 with 
a P60 form. 

Your year end pack 

We’ve sent you this pack as part of your SageCover membership, to keep you 
up to date with the latest legislation with the enclosed software update, and to 
support you through processing your year end and getting started with RTI. 

If you’ve been on the RTI pilot don’t continue with this guide and instead 
download the guide relevant for you. You can find the right guide, along 
with further help, additional resources such as checklists, webinars, 
answers to common queries and everything you need to know for 
RTI, on our dedicated year end and RTI website at www.sage.co.uk/ 
rtisupport 

Alternatively, to send us an email visit https://my.sage.co.uk/contact-us/ 
or call us on 0845 111 5555. 
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The diagram below shows the order in which to follow this guide. 


1. About RTI 

Refer to... Page 5 

2. Get ready for RTI 

Refer to... Page 11 

3. Preparing for 

2012/13 year end 

Refer to... Page 23 

4. Running your 

2012/13 year end 

Refer to... Page 28 

5. Starting 2013/14 
tax year 

Refer to... Page 57 

6. Start submitting 
under RTI 

Refer to... Page 65 

7. On-going RTI 

Refer to... Page 75 


Want to process in 2013/2014 before you run year end? 

With Sage 50 Payroll you can start processing in the new tax year before you 
run your year end. Before you do this, however, you must install the new tax 
year software and get ready for RTI, for example, updating your employees’ tax 
codes and preparing your data and software for RTI. 
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Overview 

RTI is a reform of the PAYE system that requires employers to make 
submissions of employee payment and deduction information when or before 
payments are made to employees. It also makes the verification of employee 
National Insurance numbers more efficient and simplifies the end of year 
process. Employers may also be required to make submissions about their 
monthly or quarterly payments to HMRC. 

More information about the different submission types can be found in About 
RTI on page 5. 

Why are HMRC introducing RTI? 

RTI is being introduced to improve the operation of PAYE and support the 
introduction of Universal Credits. RTI will increase the frequency at which 
employers submit information to HMRC, allow HMRC to react more quickly 
and efficiently to changes in employee circumstances and reduce the likelihood 
of repayments or bills being issued to employees after the end of the tax year. 
RTI will also help HMRC reduce costs and deal with non-compliance and fraud 
more easily. 

More information about Universal Credits can be found on the Department for 
Work and Pensions (DWP) website www.dwp.gov.uk 

Where should I start? 

The new tax year sees the mandatory introduction of RTI for the majority of UK 
businesses. Because of this, we recommend you start by reading About RTI 
on page 5 and Get ready for RTI, starting on page 11. The guide then takes you 
through the year end process and will take you through starting the new tax 
year under RTI. 


4 


About RTI 


What’s new? 

The move to RTI for most businesses must begin on 6 April. From this date 
every time you pay your employees you must submit a return to HMRC 
containing all the details of your payroll run. For example, all the payment, 
deduction, PAYE and Nl amounts. 

The submission also includes details of employees who have left and new 
starters. You must submit this return electronically and we’ve made changes to 
your Sage Payroll software so that you can do this easily. If you follow the steps 
in this guide, the new submission options that you’ll need will automatically 
appear in your software on 6 April. 

As well as this new regular submission, called the Full Payment Submission 
(FPS), there are other times throughout the year you’ll need to submit 
information to HMRC. All of which are detailed below. 



As you’ll probably agree, this is a big change to the way you need to 
process payroll. We’ve made it easy for you to do this in Sage Payroll, 
but please read this section of the guide carefully so that you familiarise 
yourself with RTI. 


Employer Alignment Submission (EAS) 

The EAS is a one-off submission that you should make as soon as you can on 
or after 6 April and before you make your first Full Payment Submission (FPS). 

It’s a snapshot of your data that provides HMRC with a benchmark of who is or 
has been employed by your company in the current tax year. 

Using Sage 50 Payroll, you must submit an EAS no matter what the size of your 
business. 

You can only make this submission on or after 6 April 2013, not before. 


HMRC uses this data to match, align and correct the records they hold for your 
employees in their systems. 
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If you submit any incorrect information or data that doesn’t match HMRC’s 
records they may contact you in the future to query this. 

The EAS contains: 

• Company PAYE reference, accounts office reference and tax office number. 



Your submission will fail without this information. To ensure your 
submission is successful, check this now in Company > Settings and 
for more information please refer to page 12. 


• Employee name and address. 

• Employee Nl number and tax code. 

• Employee payroll ID. 

The employee payroll ID is created by your software. 

• Employment start date and employment end date if applicable. 




You must make an Employer Alignment Submission (EAS) before 
submitting any other type of RTI submission. 


For information about how to submit your EAS, refer to page 67. 


Full Payment Submission (FPS) 

The FPS is the main submission that you’ll make each time you pay your 
employees, and it contains: 

• Starter and leaver information. 



You must add all new starters and process any leavers before 
submitting an FPS. 


• Employee information such as name and address, Nl number and tax code. 
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• Employee payment and deduction information. 

• PAYE, NIC and student loan contributions. 

You must submit your FPS on or before the date that you actually pay your 
employees. HMRC use the process date contained in the FPS to determine if 
your submission is late or not. 

For example, if your employees receive their pay on the 25th of each month, 
your software process date should be set to the 25th and HMRC must receive 
the submission by the 25th. 

For more information on what process date to use, refer to the next section, 
What else is new. 

For information about how to submit your FPS, refer to page 68. 

Employer Payment Summary (EPS) 

You use the EPS to report figures to HMRC that are not contained in the FPS. 
These are: 

• Statutory payments recovered. 

• NIC compensation on statutory payments. 

• CIS deductions suffered. 

• NIC holiday. 

HMRC no longer require you to report any tax deducted from 
subcontractors via your payroll. If you’re unsure how to deal with this 
then you should contact HMRC. 

You submit an EPS at the end of the tax month or quarter, when or before 
your payment to HMRC is due. You may not need to submit one for every 
payment period. You only need to submit an EPS when you have any of the 
above figures to report or, if your liability to HMRC for any given tax period is 
zero and you’ve told HMRC that you won’t be making a payment. 

For information about how to submit your EPS, refer to page 72. 
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National Insurance Number Verification (NVR) 

You can use the NVR submission to either obtain the correct Nl number for 
an employee where you don’t have one or have used a temporary number, 
or confirm that the existing Nl number you have for an employee is correct. 

Once you’ve submitted your EAS, you can make the submission at any time 
when you require confirmation of an employee’s Nl number. 

For information about how to submit your NVR, refer to page 74. 

What else is new? 

Please take time to read through this section to ensure you fully 
understand what RTI means for you and your business. 

Process Date 

You must submit your FPS on or before the date that you actually pay your 
employees. HMRC use the process date contained in the Full Payment 
Submission (FPS) to determine if your submission is late or not. 

You should use the date the employees receive their wages, the payment 
date, as the process date, with an important exception below. 

Non banking days 

If you pay your employees on the same date each month, there will be times 
when this date falls on a non banking day. For example, you pay employees on 
the 25th of each month but in May this lands on a Saturday. In this scenario, if 
you actually make payment to your employees on the previous banking day, the 
Friday, you must: 

• Set your process date as your normal pay date, which would be the non 
banking day, Saturday 25th. 

• Process payroll and pay employees on the previous banking day, 

Friday 24th. 

• Submit your FPS on the previous banking day, Friday 24th. 
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For more information about process dates and RTI, please visit 

www.sage.co.uk/ask and refer to article number 29962. 

Contracted hours 

As part of the information gathered for the introduction of Universal Credits, 
you must tell HMRC approximately how many hours per week each employee 
normally works. This information is included in each FPS. 

For more information about entering your employee’s contracted hours, please 
see the section on entering employee data on page 13. 

Starters and leavers 

All starter and leaver information is now included in your regular FPS. So when 
you enter a new starter or make an employee a leaver you don’t submit this to 
HMRC as a separate submission. 

You must also enter a starting declaration when adding new starters to the 
payroll. 

This information isn’t included on the P45, so you need to ask your employee. 

For information about the starting declarations, please visit www.sage.co.uk/ 
ask and refer to article number 29225. 

As they’ve always done, all new starters must provide you with their 
P45 from their last employment or complete a P46. You must also 
J _l provide leavers with a copy of their P45 even though you’re not 
submitting this to HMRC separately. 

Casual workers 

If you don’t include an employee on a Full Payment Submission (FPS) for three 
periods, HMRC will close the record they hold for that person. For casual 
workers or employees paid infrequently, you’ll need to use the On Hold status 
in their record. This tells HMRC that they’re still employed by you but aren’t 
receiving any pay this period. 
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If you pay any employees using the P38A procedure, this is no longer allowed 
under RTI and you’ll need to process these employees through your payroll. 

For more information about paying casual workers, please visit 

www.sage.co.uk/ask and refer to article number 29230. 

How will RTI impact you? 

You’ll need to update your payroll before submitting the FPS, and as you can’t 
resubmit the FPS you need to take the time now to determine if you need to 
introduce any company procedures before you start processing under RTI. 

We’re doing everything we can to help make RTI as seamless as possible for 
you and your business, but there are some areas that we cannot control, for 
example: 

• Do you have a cut-off for when you receive employee timesheets and 
sickness information? 

• Is there a deadline for when you have leaver information? Leavers must be 
correctly marked as having left on the FPS. 

• Do you have a process in place for when an employee changes their name 
or address? They must inform HMRC straight away and you must update 
your payroll before making a submission. 

There’s also information included in your FPS relating to BACS. If you pay your 
employees by BACS using a Service User Number (SUN), then Sage 50 Payroll 
includes a ‘hash’ reference in your FPS. This ‘hash’ is then used by HMRC 
to check that the payment amount included in the FPS is what the employee 
actually received via BACS. You should also ask your BACS provider if you 
require any updates to your BACS software to continue paying by BACS 
under RTI. 

For more information about paying employees by BACS using a Service User 
Number, please visit www.sage.co.uk/ask and refer to article number 29347. 


10 


Get ready for RTI 


Importance of data preparation 

The most important thing you can do in advance to prepare for RTI is to make 
sure that your data is accurate. This will ensure a smooth transition to RTI and 
prevent incorrect tax deductions for your employees and HMRC inspections 
for you. 

It’s an employer’s responsibility to ensure this information is correct. Prior to 
making your first RTI submissions you must take some time to ensure your data 
is of the highest possible quality. 

You should also maintain the high quality of your data on an on-going basis 
by obtaining full and correct information from new employees and accurately 
transferring this to Sage 50 Payroll. 

In 2011 HMRC published some statistics about the quality of data submitted to 
them in the 2009/2010 tax year: 

• 824 employees were submitted with a surname of ‘unknown’. 

• 160 employees were submitted with the name ‘Test’. 

• 507 submissions contained the employee ‘A N Other’. 

• 128 employees were submitted as ‘Mr or Mrs Dummy’. 

Your Sage Payroll software already makes certain fields compulsory. It also 
validates certain company and employee information as it’s entered for the first 
time or via Sage import routines, or if you amend information as it changes. 

However, even when you complete compulsory fields, your software can’t 
validate that you’ve entered the correct information so you should review the 
information contained in your software to ensure it’s correct. 

, In Sage 50 Payroll RTI Edition, to help you quickly and simply check 
the accuracy of your data for RTI, we’ve created a new Health Check 
option. 

For more information about the Health Check option, please visit 
www.sage.co.uk/ask and refer to article number 29882. 
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Company data 

Under RTI the submission of your accounts office reference becomes 
mandatory, and your submissions will fail without it. Other mandatory 
information is your company name and address and PAYE reference, also 
known as Tax Dist./Ref. in Sage 50 Payroll. 

To check your company data: 

1. Company > Settings. 

2. Check and, if required, update the company name, address and PAYE 
reference. 

3. HMRC Payments tab > check the Accounts Office Reference. 

Your Accounts Office Reference is validated against your PAYE 
reference by Sage 50 Payroll to ensure it is correct based on the PAYE 
." reference entered by you. 

If you receive an error message that you’ve entered an invalid Accounts Office 
Reference please ensure that both the PAYE reference and Accounts Office 
Reference are correct. 

If you believe that these are correct, please visit the HMRC Accounts Office 
Reference checker. 

Sage cannot verify these details for you. 

Employee data 
Employee personal data 

The key data for HMRC is an employee’s name, Nl number, date of birth, 
gender and address. The most important things for you to consider are: 

• You must provide an employee’s surname and forename including second 
forenames. 
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The employee’s forename(s) should be the name that HMRC know the 
employee by. In most cases this is their full given name and you should 
therefore not use shortened versions or nick names, for example, if 
someone’s given name is James and this is how HMRC know them, you 
must have James entered into your software and not Jim, Jamie or any 
other variation. 


• The Nl number should be correct. If you don’t know an employee’s Nl 
number leave the box blank and Sage 50 Payroll will populate it with a 
temporary entry. This is submitted to HMRC blank and triggers the process 
for HMRC to verify the Nl number. 

Do not guess an Nl number or put any form of made up entry in this box. 

• Correct date of birth must be included. 

• You must include the full address and postcode. 

It’s your employee’s responsibility to inform HMRC of changes in circumstances 
that may affect the records HMRC hold about them, for example a change in 
surname due to marriage. 

Sage 50 Payroll RTI Edition - We’ve created a new letter which you can print 
directly from Sage 50 Payroll and send to your employees to check that you’re 
holding correct data for them. To run the letter; Reports > Company > select 
RTI Employee Details Verification > Print. 

Employee payment data 

As part of the information gathered for the introduction of Universal Credits, in 
your regular submission, you must tell HMRC approximately how many hours 
per week each employee normally works. 

You can store this information in Sage 50 Payroll in the Salary option. 
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To enter the employee hours: 

1. Employee Record > Employment tab. 

2. Salary > This employee works section > enter the number of hours the 
employee normally works per week. 

You can enter the hours as monthly, fortnightly or four weekly if needed, and 
Sage 50 Payroll converts this to weeks during the submission. 



If you use pay elements you must not enter any information into the 
I want to pay this employee box. Entering a value into this box when 
you already use pay elements could cause the amount you pay to your 
employees to double. 


3. Save > Close. 

When submitted, the hours will convert into one of the following four bands: 


Band A 

Up to 15.99 hours 

Band B 

16 to 29.99 hours 

Band C 

30 hours or more 

Band D 

Other 


What if an employee doesn’t work set hours? 

HMRC have told us that for employees who don’t work set hours, the hours for 
these employees should be submitted as band D - Other. To do this, in the This 
employee works box enter 0.00. 

During the submission this translates as Band D. 

What about overtime and bonuses? 

HMRC have said you should only record an employee’s normal or contracted 
hours. 
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If overtime is regular then you may also need to include this. If you’re unsure you 
should contact HMRC. 

Sage cannot instruct you on what hours you should enter. 

For a full list of the common RTI questions and answers, please visit 

www.sage.co.uk/ask and refer to article number 30009. 
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Software preparation 


Installing your new tax year software 

As your new tax year software contains legislation for both 2012/2013 and 
2013/2014 you can install it before you complete your processing for the current 
year, so we recommend you install it as soon as you receive it. 

Step 1: Check your software version and where it’s installed □ 



This is important as it ensures that you’ve been processing with the 
correct legislation and that you can install your new tax year update 
successfully. 


1. Within Sage 50 Payroll, open the Help menu and choose About. 

2. Check that your licenced version is one of the following: v19.00, v18.01, 
V18.00, V17.04, V17.03, v16.07, v16.06, v15.10 or v15.09. 

If you’re not using one of these versions, don’t continue with your 
year end routine. Instead, please call us on 0845 111 5555 or visit 

https://my.sage.co.uk/contact-us/to send us an email. 

3. From the Program Details section, make a note of the Program Directory 
path. 


Program version 


Program directory 


Step 2: Make a note of your serial number and activation key □ 

Your serial number and activation key are included on the letter that came 
with your year end pack. These are needed to ensure you’re using the correct 
licensed version of your software to take advantage of the new features. 
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Serial number 


Activation key_ 

Tip: You can also get your activation key by visiting 

https://my.sage.co.uk/registrationcentre/ 

Step 3: Install the new tax year software □ 

Before installing: 

• Take a backup of your current data, including report and document files, if 
applicable. If you need more help, press FI or visit www.sage.co.uk/ask 
and refer to article number 11248. 

• Log on to the PC as the administrator or as a user with full administrative 
access rights. 

• Check the system requirements for Sage 50 Payroll. You can find these on 
the back of your year end pack. 


To install your new tax year software 



If you’ve downloaded your new tax year software, for more information, 
please visit www.sage.co.uk/ask and refer to article number 15108. 


1. Close all software on your PC, including Sage 50 Payroll, and insert the new 
tax year CD into your CD drive. 

Tip: If the CD does not run automatically, hold down the Windows key and 
press R > in the Open box, type D:\setup > press Enter. If your drive letter 
is not D, please replace it with the appropriate letter. 

2. From the Sage Payroll year end window, click Install software. 

Tip: If required, click Upgrade your installation of Sage 50 Payroll. 
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3. On the Welcome window, to accept the terms and conditions, click Accept 
Licence. 



4. On the Important Notice window, read the information provided then 
click Next. 

The Sage (UK) Ltd. Sage 50 Payroll window displays the previous 
installation path. 


Sage (UK) Ltd. Sage 50 Payroll 


Setup has detected the following installation of Sage Payroll. Is this the 
installation you wish to upgrade ? 


C:\Program File$\Sage Payroll 




If you have the Install New Copy option, don’t click this unless instructed 
to do so by Sage Technical Support. 
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5. To continue with the installation, do one of the following: 

• If the path is the same as the one you recorded on page 16, click Yes. 

• If the path is not correct, click No, and then when asked if you know which 
installation you want to upgrade, click Yes. In the Open window, browse 
to and double-click the correct program directory folder noted on page 16 
then click Open. 

A progress bar appears, displaying the progress of the installation, which 
may take a few minutes depending on the specification of your PC. 

6. When the installation is complete, to restart your PC, click Yes. 

You have successfully installed your new tax year software. 

If you have a multi-user version of Sage 50 Payroll, before you access 
your data you must install the software update on each PC that runs 
Sage 50 Payroll. 

7. When you next open Sage 50 Payroll, if you’re prompted to, enter your serial 
number and activation key that you recorded on page 17. 

8. After logging in, when prompted to wait whilst Payroll updates your data, 
click OK. 

9. When prompted that Payroll will now update your reports, click OK. 

10. When you’re logged into the software, if you haven’t already entered a 
new activiation key in step 8, from the Sage 50 Payroll menu bar > Tools > 
Upgrade Program. 


Favourites 

| WebLinks News Feeds 

Help 

^HE 

Upgrade Program 

■ 


Check for legislation updates 
Internet Options 
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11. In the Product Registration window, check your Serial Number is correct. 

If the Current Key is the same as the one you recorded on page 17, then 
you’re using the latest key so to return to the Sage 50 Payroll desktop, click 
Cancel and proceed to the next section on page 21, Prepare for submitting 
online. 

12. If the Current Key or Serial Number are different to what you recorded on 
page 17, amend the Serial Number or enter your key into the New Key box 
then click Continue. 


Product Registration 


Instructions 

T o register this product you must call customer 
services on 0845111 5555 

If you are connected to the Internet you can 
register these details online by clicking on the 
Web register button 


Registration 

Serial Number: 
Current Key: 
New Key: 


SERIAL 


ABCDEFG 


HIJKLMN 


Web Register Continue 


Cancel 


13. When prompted that the program was successfully upgraded, click OK. 

14. Finally, when prompted that Payroll will now update your reports, click OK. 
You have now successfully entered your correct activation key. 
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Prepare For submitting online 

Submitting under RTI uses the same technology built into Sage 50 Payroll that 
you’ve used before to submit your year end return. 

If you’ve previously submitted your year end or in-year returns online, check 
e-Submissions > e-Submission Settings to ensure your details are correct. 

If you’ve not previously submitted online, you need to register with the 
Government Gateway and activate the PAYE for Employers service. To do this, 
visit www.hmrc.gov.uk 

You can then enter your details into Sage 50 Payroll in e-Submissions > 
e-Submission Settings. 

Ensure you have the latest product updates installed 

From time to time we may need to update your software. You should have 
Sage Software Updates turned on. To check they are active: 

• Tools > Internet Options > select Check for Sage software updates but ask 
me whether I want to download and install them [Recommended] > OK. 

Your software periodically checks for updates and advises you if you need to 
take one. 

If you want to manually check for updates, click Help then Check For Updates. 

If required follow the on-screen instructions to update your software. 

Payroll access rights 

Sage 50 Payroll users need to be granted permission to make year end and RTI 
submissions. By default, only the Manager user name has permission. 

If a user name doesn’t have access to RTI submissions, the option isn’t 
available to them. 
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To grant access to other users please follow the steps below. 



If you’re on v18 or below, to set up RTI permissions you must change 
your process date to 6 April 2013 and follow the steps below. If you 
don’t change your process date, then the relevant permissions don’t 
appear in the Access Rights window. 


1. Log in to Sage Payroll as Manager or as a user with access to Access 
Rights. 

2. Tasks > Security > Access Rights... 

3. Users area > select the user name you want to update. 

4. Allow Access To These Areas: > e-Submissions. 

5. Select the options you want to grant for this user name. 

6. If required, to give other users access repeat steps 3-5. 

7. Click Save. 




If you need more information about the different submission types and 
functionality before granting access, please see What’s new on page 5. 
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Preparing For 2012/2013 year end 


Step 1: Check that you have enough P60s For all your □ 

employees 

You can provide your employees with either a paper or email version of 
their P60. 

If you want to email your P60s, you don’t need any stationery. 

If you intend to send paper copies, check that you’ve enough stationery for the 
2012/2013 tax year. You need one P60 for each employee working for you on 
5 April 2013. 

You must use the correct P60 stationery for the 2012/2013 tax year. If you don’t 
have this stationery, or you need to purchase more, you can place your order 
with us by: 

• Telephone: 0800 33 66 33 

• Website: www.sage.co.uk/shop 

Tip: You can also order P60 stationery direct from the HMRC Employer 
Orderline. 

Step 2: Prepare For submitting online □ 

With a few exceptions, all employers must submit their year end returns online. 
You can do this directly from Sage 50 Payroll. To ensure you’re ready to submit 
online, check the following information: 

• If you’ve previously submitted your year end or in-year returns online, go 
to e-Submissions > e-Submission Settings and check that your details 
are correct. 

• If you’ve not previously submitted online, you need to register with the 
Government Gateway and activate the PAYE for Employers service. 

To do this, visit www.hmrc.gov.uk 

You can then enter your details into Sage 50 Payroll in e-Submissions > 
e-Submission Settings. 
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Sage 50 Payroll Professional - You can use the Multi-Company Tasks option 
to enter e-Submission details for a number of companies at the same time. 

For more information about this, visit www.sage.co.uk/ask and refer to article 
number 11676. 

Step 3: Check if you have a week 53 □ 

Monthly paid employees 

Monthly paid employees never have a week 53. 

Weekly, fortnightly and four weekly paid employees 

The process date for week 53 is Friday 5 April 2013. If your normal processing 
day is a Friday and you’ll be processing your weekly, fortnightly or four weekly 
paid employees on Friday 5 April, you will have a week 53 and should process 
your payroll as normal on this date. 

If your normal process day falls on any other day of the week, then you 
don’t have a week 53 and should not process on Friday 5 April 2013. 

If your normal processing date falls on Friday 5 April 2013, but you intend to 
process your payroll earlier this period, you must still set the process date to 
Friday 5 April 2013. 

Tip: You don’t need to do anything differently to process week 53. Simply set 
your processing date to the correct date and follow your normal processing 
routine, remembering to print your pre and post-update reports just like any 
other pay period. 

For more information about processing in week 53, including information about 
how tax and Nl calculates and what it means for your employee, please visit 

www.sage.co.uk/ask and refer to article number 11270. 
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Step 4: Process and update your final pay period □ 

To ensure that all of your PI Is and year end returns are correct, you must 
process the last pay period of the year and update your payroll as normal. If you 
process more than one pay frequency, for example, weekly and monthly, make 
sure that you update the last pay period of the tax year for each pay frequency. 

For directors who use the table method, national insurance (Nl) recalculates 
correctly at the end of the year. This can result in the final Nl deduction of the 
year being slightly higher or lower than normal. This is because, in line with 
legislation, Nl for this period calculates using the annual thresholds rather than 
the weekly and monthly thresholds that are used for the rest of the year. 

When you process payments for directors who use the table method, a 
message appears to inform you that they have been recalculated on a year to 
date (YTD) basis. 




This director has been recalculated on a YTD basis. 


OK 


] 



Any directors not on the table method calculate as normal on a 
cumulative year to date basis. 


To check your employees’ last updated pay periods 

• In the employee list, the Last Updated column shows the process date 
with which your employees’ pay periods were last updated. 


The History tab of each employee’s record shows a history of all the 
employee’s updated pay periods. The last entry on the list is the last 
updated period. 
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• From the Year End 2012-13 Reports folder, run a P11 Deduction Card for 
your employees. Both P11 forms show the history of an employee’s updated 
pay periods. 

Advancing pay 

If you need to advance pay to employees, for example for holidays, you can use 
the Advance Pay option in the usual way. Both tax and Nl calculate in line with 
government legislation. 

Sage 50 Payroll calculates tax up to the end of the tax year and carries over the 
tax allowances to the new tax year. Nl also calculates for each individual pay 
period using the thresholds for the 2012/2013 tax year. For more information, 
please visit www.sage.co.uk/ask and refer to article number 3349. 

Step 5: Process leavers □ 

If any of your employees have left your company, you must process them as 
leavers before you start your year end. This ensures that they get a P45 and 
that their leave date is submitted to HMRC. Once your year end is complete, 
these employees are classed as historical leavers in the 2013/2014 tax year. 

For help processing leavers, from within your software press FI and search 
for leavers, or visit www.sage.co.uk/ask and refer to article number 11268. 

P14s for leavers are submitted to HMRC along with other year end 
reports. However, you don’t provide P60s for employees who leave 
- * your company prior to 5 April 2013. 

Step 6: Check that all your employees appear in the □ 

employee list 

If your criteria are set to filter out certain employees from your list, to ensure 
that they appear on your year end reports, you must clear the filter. 
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To ensure all your employees appear on the list 

1. From the horizontal toolbar, click Criteria. 

2. From the Criteria window, clear the On Hold, On Holiday and Current Year 
Leavers check boxes. 

Exclude Employees who are: 

On Hold □ On Holiday □ 

Current Year Leavers □ Historical Leavers 

OK Cancel 



To prevent employees who have left your employment before the 
2012/2013 tax year from appearing on your year end reports, ensure 
you select the Historical Leavers check box. 


3. To save your changes, click OK. 

All employees that you’ve paid in the 2012/2013 tax year, including those on 
hold, on holiday or who have left, appear in the employee list. 

You’ve now successfully prepared for your year end, please continue to the next 
section on page 28, Running your 2012/2013 year end. 
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Running your 2012/2013 year end 


Before you follow the steps in this section you must install the new tax year 
software. For more information about this, please refer to the Software 
preparation section on page 16. 

To check your software version □ 

1. Open the Help menu, choose About and in the Licence Information section 
check that your licenced version is one of the following: v19.01, v18.02, 
v17.05 or v16.08. 



If you’re not using one of these versions don’t continue with the year 
end process, please refer to the Software preparation section on 
page 16. 


2. To return to the Sage 50 Payroll desktop, click the cross □ on the Support 
Homepage banner. 

Before starting your year end routine, you need to set your process date to 
5 April 2013. 

To run your year end, you can either use the Payroll Year End wizard or the 
Payroll Year End Process map. 

Tip: The steps in this chapter follow the Payroll Year End wizard. 



To help you track your progress, ticks appear as you move through 
each step. For a successful year end, you must complete all of the 
tasks in your chosen option. 


The Payroll Year End wizard 

The Payroll Year End wizard is a menu from which you can access all the steps 
required to complete your year end. As long as you don’t run the Complete Year 
End step, you can close and reopen it as many times as you need. 

Unless you choose to restart your year end, it retains the steps you’ve already 
completed. 
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To use the Payroll Year End wizard 

Tip: To move through the wizard, click Next Step. 

1. Open the Wizards menu then choose Payroll Year End. 



If Sage 50 Payroll finds more than one company with the same tax 
district and reference number, you’re prompted to merge your data 
before submitting your year end returns to HMRC. To help you with 
this, download our guide, Merging your data in Sage 50 Payroll, from 

www.sage.co.uk/rtisupport 


2. From the Choose Payroll Year End window, check that the Tax Year box 
displays 2012/2013 and the Reports date box displays 05/04/2013. 

3. If you are no longer an employer, in the Cessation Date box, enter the 
date your PAYE scheme ended. 

4. To continue, click OK. 



The first time you open the wizard, a message may appear advising 
that the tax year is changing to 2012/2013. To continue, click OK. 


The Payroll Year End - 05/04/2013 window appears displaying a list of all the 
steps required to run your year end. We refer to this list as the Payroll Year End 
menu. 

You can now follow this guide from page 31 - Step 1: Take a backup of your 
payroll data. 


The Payroll Year End Process map 

To directly access each step of the year end process, you can use the Payroll 
Year End Process map. Just click each button in turn and complete the process 
that opens. 
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To use the Payroll Year End Process map 

1. From the navigation bar, click Payroll Year End. 



If you are prompted to clear any employee selections and reset any 
employee exclusion criteria, click Yes. 


2. From the Payroll Year End Process map, click Choose Tax Year. 



If Sage 50 Payroll finds more than one company with the same tax 
district and reference number, you’re prompted to merge your data 
before submitting your year end returns to HMRC. To help you with 
this, download our guide, Merging your data in Sage 50 Payroll, from 

www.sage.co.uk/rtisupport 


3. From the Choose Payroll Year End window, check that the Tax Year box 
displays 2012/2013 and the Reports date box displays 05/04/2013. 

4. If you are no longer an employer, in the Cessation Date box, enter the date 
your PAYE scheme ended. 

Tip: You can change the cessation date at any point prior to submitting your 
year end returns. To do this, from the Payroll Year End Process map, click 
Choose Tax Year and amend the date. 

5. To continue, click OK. 



The first time you set the tax year, a message may appear advising that 
the tax year is changing to 2012/2013. To continue, click OK. 


6. Complete each option on the process map in turn. 

Each of the processes is covered in this guide. For detailed information, please 
refer to the steps on the following pages. 
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Step 1: Take a backup oFyour payroll data □ 

• From the Payroll Year End menu, click the button next to Step 1, Take a 
backup then follow the Backup Wizard. 

For help with this process, press FI and search for backup, or visit 

www.sage.co.uk/ask and refer to article number 11248. 

To avoid overwriting previous backups and ensure you can easily identify each 
backup, do one of the following: 

• Store your backups in different folders or locations. 

• Use different file names for your backups. For example, enter a file name of 

BeforePYE201213a.001 for your first backup, BeforePYE201213b.001 for 

your second, and so on. You must ensure that the backup file name ends 
with .001 

Step 2: Print and check Plls (NIC) and (PAYE) □ 

To check that all of your updated information is correct and complete, print the 
P11 Deduction Card (NIC Details) and P11 Deduction Card (PAYE Details) for all 
your employees. 

Sage 50 Payroll Professional - You can use the Multi-Company Tasks 
option to complete this step. For more information about this, please 
- ’ visit www.sage.co.uk/ask and refer to article number 11676. 

To print your P11 Deduction Cards 

1. From the Payroll Year End menu, click the button next to Step 2, Print and 
check Plls. 

2. Select the Preview Reports before printing check box, then beside P11 
Deduction Card (PAYE), click Print. 

3. From the top of the report preview window, click Print, check that your 
printer details are correct, then to print the report, click OK. 
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4. To return to the Print and Check PI Is window, click Close. 

5. To print the P11 Deduction Card (NIC), beside that option, click Print 
and repeat steps 3 and 4. 

To check your P11 Deduction Cards 

For a guide to checking your PI Is, from the top of the Print and Check PI Is 
window, click the Reconciling reports in Sage 50 Payroll link and refer to the 
section, How to check your P11 Deduction Cards. 

You need to check your PI Is for the following discrepancies: 

• Brought forward values. 

• Missing periods. 

• Incorrect payment values. 

• Incorrect tax or Nl deductions. 

If there are no discrepancies, please proceed to Step 3, Print the P32 for each 
individual tax month. 

If you discover any discrepancies on your PI Is, there may be a valid reason and 
there’s always a solution. Our reconciling reports guide explains how to resolve 
any issues you may have. 

Step 3: Print the P32 for each individual tax month □ 

To help you to reconcile the payments you’ve already made to HMRC, and 
to update the relevant figures on your P35 and P60s, you need each tax 
month’s P32. 
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To print your P32 reports 

1. From the Print and Check PI Is window, click Next Step. 

Tip: If you’ve returned to the Payroll Year End menu, click the button next 
to Step 3, Print P32 for each individual month. 

2. From the Print P32 for each individual month window, select the Preview 
Reports before printing check box then click Print. 

The Composite P32 - Preview window appears displaying a tab for each 
month’s P32. 

3. To print each month’s P32, from the top of the report preview window, click 
the down arrow on the Print button then choose to Print all as a single job. 

4. Ensure your printer details are correct then click OK. 

5. To close the Composite P32 preview window, click the cross in the top right 
of the window. 

Check your P32 reports 

You should now check the Total Amount Due on your P32 reports against the 
payments you’ve already made to HMRC. If any of these figures disagree, you’ll 
need to investigate why they are different. 

To quickly check the values in Company Settings for funding received from, 
and payments made to HMRC, from the Check P32 section of the Print P32 for 
each individual month window, click the §6 button beside the relevant option. 

If required, enter or amend any relevant values, then click OK. 

For detailed information about the reasons why these figures might disagree 
and for help correcting them, click the Reconciling reports in Sage 50 Payroll 
link and refer to the section, How to check your P32 Employer Payment 
Records. 
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□ 


Step 4: Complete the P35 Wizard and print form P35 

To produce the information required to complete your P35 Employer Annual 
Return, use the P35 Wizard. 


Completing the P35 Wizard 



The P35 Wizard guides you through the six questions that appear on 
the P35 Employer Annual Return. If you need help with these questions, 
please click the e button or refer to HMRC’s Employer Helpbook, E10 
Finishing the tax year up to 5 April 2013. 


If you have any employees you paid during the 2012/2013 tax year but didn’t 
set up in Sage 50 Payroll and you need to produce form P38A, Employer’s 
Supplementary Return, answer No to question 1. 


To complete the P35 Wizard 

1. From the Print P32 for each individual month window, click Next Step. 

If Sage 50 Payroll finds more than one company with the same tax district 
and reference number, you’re prompted to merge your data. To help you 
with this, download our guide, Merging your data in Sage 50 Payroll, from 

www.sage.co.uk/rtisupport 

2. From the P35 Wizard for 2012/2013 window, click Next. 

3. Select No or Yes to each of the questions in the wizard, then, to complete 
the P35 declaration, do one of the following: 

• If you answered Yes to question 1, from the drop-down lists, choose the 
relevant options, click Next and proceed to step 9. 

• If you answered No to question 1, you can’t change the completed 
form P38A, Employer’s Supplementary Return box. From the second 
drop-down list, choose the relevant option then click Next. The P38A 
Wizard for 2012/2013 appears. 
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Tip: If you pay all employees using Sage 50 Payroll then the answer to question 
1 is yes. You should only answer no if you’re completing a P38A for any 
employees whom you have paid but not processed in Sage 50 Payroll. 



The P14s are automatically sent as part of the submission. 

This question is worded in the past tense because HMRC receive 
this checklist as part of your submission. 


4. Read the information on the P38A Wizard then click Next. 

Tip: If any of your employees that weren’t set up in Sage 50 Payroll chose 
Statement A or Statement B on their form P46 and they are paid less than 
£107 a week or £464 a month, you don’t need to enter their individual 
details. Click Next and proceed to step 9. 

5. To add an employee, from the P38A Wizard, click Add Employee. 

6. Enter the employee’s details in the relevant boxes then click Add Employee. 

Tip: You must complete the compulsory information which is indicated by 
an asterisk. 


Sage Payroll Is^sli 

Please enter your P38A employee details here. 

To enter additional employees, select the Add Employee button. This button will only be 
available once all of the compulsory fields marked with an asterix have been entered. 

When all of your P38A employees are entered, select Close. 

Forename or Initial * 

Surname * 

Address nc Post Code * 


National Insurance Number 
Employed As/Work Type * 

Start Date (If during Tax Year) 

End Date Of during Tax Year) 

Total Pay * 

P38A Section Indicator * 

C <*>* ) 



m @i 

m m 

I °-°°l3 

Section A 
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7. To add another P38A employee, repeat step 6. 

8. To return to the P38A Wizard and view a list of all the P38A employees, click 
Close then, to return to the P35 Wizard, click Next. 

9. If you operate a contracted out pension scheme, check or enter your 
employer’s contracting-out number (ECON). 

10. Click Next, then check the following information: 


Funds received 
from Revenue 
& Customs to 
pay Statutory 
Payments 


Student Loans 
Deducted 


If you received funding from HMRC to help you 
pay statutory sick pay (SSP), statutory maternity 
pay (SMP), statutory adoption pay (SAP), statutory 
paternity pay (SPP) or statutory paternity (adoption) 
pay (SPP(A)), check that this total is correct. 

If this value is incorrect, click the finder button. 
Enter the correct values for each month, and then to 
return to the P35 Wizard, click OK. 

Tip: This is not the same as SSP / SMP / SPP / SAP 
recovered, which appears on your monthly P32s. 

If you processed student loan deductions for any of 
your employees, check that this total is correct. 



You can’t edit this value here. If the value 
is incorrect, you must roll back any affected 
employees and reprocess, then reprint their 
PI Is and the appropriate P32 reports. 

For help with rolling back, please visit 

www.sage.co.uk/ask and refer to article 
number 11381. 
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11. Click Next, then check the following information: 


Funds received from 

Revenue & Customs 

to refund tax 

If you received funds from HMRC to help you refund 
tax, check that this value is correct. 

If this value is incorrect, click the finder button. 

Enter the correct value for each individual month, 
then to return to the P35 Wizard, click OK. 

Tax deducted from 

sub-contractors 

If you deal with subcontractors, enter the total 
amount of tax deducted from subcontractors in 

this box. 

Tip: To get this figure, add together the values in box 
4.6 of your CIS300 monthly returns. 


12. Click Next, then check the following statutory payment information: 


SMP 

OSPP 

ASPP 

SAP 


If you paid SMP, Ordinary SPP (OSPP), Additional 
SPP (ASPP) or SAP to any of your employees, 
check that the values in the Recovered and NIC 
Reclaimed boxes are correct. 



You can’t edit these values here. If the 
values are incorrect, you must roll back 
any affected employees and reprocess, 
then reprint their PI Is and the 
appropriate P32 reports. 

For help with rolling back, please visit 
www.sage.co.uk/ask and refer to 
article number 11381. 
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SSP 


If you print a P32 each month and select the SSP 
Recovered check box, this value should be correct. 
To edit any incorrect values, click the finder button 
and then to save your changes, click OK. 



Even though you pay SSP to an 
employee, you may not be able to 
recover it from HMRC. For information 
about the recovery rules, please refer 
to HMRC’s E14, Employer Helpbook 
for Statutory Sick Pay. 
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13. Click Next, then check the following information: 


Tax and NICs 
already paid 

Confirm this is the value you paid to HMRC. To amend 
any of these values to reflect the actual payments 
made to HMRC, click the finder button. 

Nl Holiday - You must not reduce the 
amount of Nl you enter by the amount of 
contributions you’ve withheld. The value here 
should be the total amount of employer and 
iAY employee Class 1 Nl that would have been 
due had you not operated the Nl holiday. 

For more information, please visit 
www.sage.co.uk/ask and refer 
to article number 26029. 

Online submission incentive - If, due to 

the tax free incentive received for online 
submission for the 2008/2009 tax year, you 
reduced the amount for one month, check 
that the value is the reduced amount. 

CIS deductions 

suffered 

If you’re a limited company and have had CIS 
deductions taken from payments received for work 
in the construction industry, enter the total amount in 
this box. You can get this figure from column E of form 
CIS132. 

Tax-free Incentive 
payment received 
during the year 

There are no longer any financial incentives for 
submitting year end returns online. 

Only complete this box if a tax free incentive payment 
was credited to your PAYE payment record in the 
2012/2013 tax year relating to the 2008/2009 
year end. 

The incentive amount for the 2008/2009 tax year 
was £75. 
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14. To complete the P35 Wizard, click Next then click Finish. 

The Preview window appears displaying a tab for each of the following reports. 


P35 Deductions 

Shows the totals of Nl and tax deducted or refunded for 

Working Sheets 

each employee for the year. 

P35 Part 2 

Shows a summary of your payments for the year, in a 
similar format to the HMRC P35 form. 

P35 Parts 

Shows the answers you gave to the questions in the P35 

3, 4 & 5 

Wizard, your ECON if applicable and your declaration. 

P38A Form 

Shows information about the employees you included in 
the P38A Wizard. The P38A Form tab only appears if you 
do all of the following: 

• Answer No to question 1 of the P35 Wizard. 

• On the P35 Wizard Declaration page, indicate that the 
completed P38A statement is enclosed. 

• Add employee details within the P38A Wizard. 


To print the P35 reports 

1. Click the tab for the report that you want to print, then from the top of the 
report preview window, click Print. 

Tip: To print all of the tabs, from the top of the report preview window, click 
the down arrow on the Print button then choose Print all as a single job. 

2. Ensure that your printer details are correct then click OK. 

3. To close the report you’ve printed, click Close or to close the preview 
window, click the cross in the top right of the window. 

4. To print the other reports, repeat steps 1 to 3. 

Tip: Although you must submit your P35 to HMRC online, we recommend 
that you keep a copy for your records. 
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Step 5: Reconcile your reports □ 

To be certain that the values you submit to HMRC are correct, you must 
reconcile the P11, P32 and P35 reports that you have just printed. 

• From the Payroll Year End menu, click the button next to Step 5, Reconcile 
reports. 

For detailed information about where the reports get their values from and how 
to reconcile them, click the Reconciling reports in Sage 50 Payroll link at the top 
of the window. 

The reconciling reports guide contains everything you need to help you identify 
and resolve any discrepancies. 

Step 6: Take two backups oFyour payroll data □ 

Now that your reports for the 2012/2013 tax year are correct, we recommend 
that you take two backups. 

To take a backup 

• From the Payroll Year End menu, click the button next to Step 6, Take 2 
backups, then follow the on-screen instructions in the Backup Wizard. 



To take a second backup, repeat this step and apply 
different file names to your backups. For example, enter a file 
name of DuringPYE201213a.001 for your first backup and 

DuringPYE201213b.001 for your second. 


Step 7: Submit your returns online □ 

With just a few exceptions, all companies must now submit their year end 
returns online. You can submit your year end returns to HMRC online directly 
from your payroll software. 

HMRC must receive your P35 and P14 year end returns by 19 May 2013. 
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If Sage 50 Payroll finds more than one company with the same tax 
district and reference number, you’re prompted to merge your data 
before submitting your year end returns to HMRC. To help you with 
this, download our guide, Merging your data in Sage 50 Payroll, from 

www.sage.co.uk/rtisupport 

To submit your returns online 

1. From the Payroll Year End menu, click the button next to Step 7, Internet 
Submission. 

2. If you’re prompted to select which forms you want to submit, from the 
drop-down list, choose the required forms then click Submit. 

Tip: This window only appears if you completed the P38A Wizard as part 
of the P35 process in Step 4, Complete the P35 Wizard and print form P35. 

3. To view the data captured by Sage during the submission process, from 
the Important Notice window use the click here link. 

Alternatively, to continue without viewing the information, click Confirm 
and proceed to step 5. 

Tip: Sage uses this information for licence validation, troubleshooting issues 
relating to the Government Gateway and for statistical analysis. None of the 
personal information held in your software is submitted to Sage. To print this 
information from your default printer, click Print. 

4. To proceed with the submission, from the Data Captured by Sage window, 
click Continue. 



• 

Internet Submission 


Check Your Details 

The following credentials will be used by the submission process. Please ensure they are correct 

NOTE: Any changes made will not be saved on 

ce the submission has been completed. 

Gateway Registration 

Company Details 

User ID DELTATO 

Name Stationery & Computer Mart UK 


Tax Office/Reference 155 / 4341057 
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5. From the Check Your Details window, check that the information is correct 
then click Submit. 



While the software checks the accuracy of the data held within Sage 
50 Payroll, the Validating Your Data window appears. The time taken 
to validate your data depends on the amount of information in your 
software. During this time you can’t use Sage 50 Payroll. 


If the Important Information window appears, please proceed to step 8. 

If the preparation process detects any issues, the Errors & Warnings window 
appears. 


Internet Submission 
Errors & Warnings 

The information you are about to submit contains errors that are likely to cause the submission to be rejected by the 
Government Gateway. 

Click on a reference below to see more information. 

©-”[© Warnings 

The following errors will result in the failure of your submission. They must be addressed before you continue. 

Reference Location Description 

The amount of SSP Recovered is greater than the Total SSP 
sod035 NIC: Amount Please re-run the P35 wizard to enter the correct 



6. To view information about an error, click the error or warning reference 
highlighted in blue. 

Before continuing, you must correct any errors that appear, 
such as a missing employee name. 

To stop the submission process, click Cancel then manually 
correct the information in your software. Once you've done this, 
start the submission process again from step 1 on page 42. 
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Warnings The data preparation process automatically corrects any 
warnings that appear, such as extra spaces or invalid 
characters in an employee name. 



Automatic corrections only affect the employee 
details being submitted to HMRC. The relevant 
details held in your software do not change. 


7. If required, to print the information, click Print then click Continue. 

8. From the Important Information window, check that the details are correct. 



9. To continue with the submission, click Submit. 

The Sending Your Data To HMRC window appears, displaying the progress 
of the submission and, once complete the Finished window appears. 

Tip: If you receive a constant Gateway busy message, you can click Check 
again later > Yes to pause the submission. 

When you’re ready to continue with the submission: e-Submissions > 
e-Submissions Log, highlight the P35P14 submission that has a status of 
Disconnected then to continue with the submission, click Update. 


For further help about the Gateway busy message, please visit 

www.sage.co.uk/ask and refer to article number 23843. 



10. To view and print details of the submission, use the Click here link. 



If the submission fails, please refer to the Internet submission failures 
section on page 46. 


11. To complete the process and return to the Payroll Year End menu, 
click Close. 

If you included the P38A in the submission, when you click Close, the 
Important Notice for the P38A appears. Click Confirm then repeat steps 5 
to 11. The Important Information window displaying the number of 
employees doesn’t appear when submitting the P38A. 

You have successfully submitted your year end returns to HMRC. 



Before continuing with the year end process on page 47, please read 
the following information: 


• Print the email you receive from HMRC and keep it in a safe place. If you 
don’t receive an email, please contact HMRC’s Online Service Helpdesk 
on 0845 60 55 999. 


If, after you complete the submission, step 7 isn’t ticked, it’s because you 
completed the P38A Wizard as part of the P35 Wizard, but didn’t select the 
P14/P35 and P38A option at the start of the Internet submission procedure. 
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• You must remember to submit the forms that you didn’t include in this 
submission before the deadline of 19 May. 

Internet submission failures 

If the submission of your data isn’t successful, the Finished window displays a 
submission failure message. 

1. To view details of the failure, use the Click here link. 


Internet Submission 


Submission Log 

The following information regarding your submission was returned by the Government Gateway. 
Click on a description below to see more information. 


Number Location Description 

Authentication Failure. The supplied user 

1046 credentials failed validation for the requested more info- 



An encrypted version of the file su 


2. From the Submission Log window, for further details about the submission 
failure, click the more info link. 

Tip: This explains why the submission failed and how to rectify the problem. 

3. To return to the Payroll Year End menu, click Close. 

Before attempting to resubmit to the Government Gateway, you must make the 
corrections detailed in the log. To submit your year end information, follow the 
Internet submission instructions on page 42. 
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Common error 

This indicates that HMRC cannot identify you. 

Before you try to submit again, please refer to the section 

Prepare for submitting online on page 23 and check: 

• That you’re registered with the Government Gateway and 
your online service is active. 

• The user name, password, tax district and reference number 
entered in Sage 50 Payroll match those used to register with 
the Government Gateway. 


Step 8: Produce your P60s □ 

You can now provide your employees with either a paper or email version of 
their P60. 



Sage 50 Payroll Professional - You can use the Multi-Company Tasks 
option to produce P60s for employees for more than one company. 
For more information about this, please visit www.sage.co.uk/ask 
and refer to article number 11676. 


You must produce a P60 for every employee who works for you on 5 April 2013. 
Employees who left your employment before 5 April 2013 must not receive a 
P60 from you. 


To email your P60s 



You must ensure that you have email addresses for all your employees 
entered within the employee record > Analysis tab > Electronic 
documents section. For further information about how to email P60s, 
including setting a password, please visit www.sage.co.uk/ask and 
refer to article number 25530. 
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If you want to print copies of the P60s onto plain paper to keep for your records 
then you can print these later from the Reports > Year End 2012-13 folder using 
one of the standard layouts. 

1. From the Payroll Year End menu, click the button next to Step 8, Produce 
P60s. 

2. On the Produce P60 window, from the drop-down list choose P60 
Sage Email. 

Tip: If you want to see what the email P60 looks like, next to the Test Print 
option, click Print. A preview window appears, displaying a test P60. 

To return to the Produce P60 window, click Close. 

3. Next to P60 Sage Email, click Email. 

4. When prompted that the report was successfully output to email, click OK. 

The emails appear in your mailbox and from here you must select and send 
them. 

Once you’ve emailed your P60s, continue with the next step in the year end, 
Complete your year end, from page 55 in this guide. 


To print your P60s 



If you’re printing your P60s, you must use the correct P60 stationery 
for 2012/2013. 


When printing P60s, to ensure the printed text aligns correctly with your 
stationery you should first perform a test print. 

To run a test print 

1. Insert your P60 stationery into the printer. 

2. From the Payroll Year End menu, click the button next to Step 8, 
Produce P60s. 
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3. On the Produce P60 window, from the drop-down list choose the required 
P60 stationery layout then, from next to the Test Print option, click Print. 


4. From the top of the Preview window, click Print, ensure 1 appears in the 
Number of copies box and that your printer details are correct then 
click OK. 

If the alignment is incorrect, please refer to the section below, P60 troubleshooting. 


To print the P60s for all employees 

1. Insert the P60 stationery into your printer. 

2. In the Produce P60 window, clear the Preview Reports before printing 
check box. 

3. From next to your chosen stationery option, click Print. 

4. Check that your printer details are correct, then to print the P60s, click OK. 



Any employee working for you on 5 April 2013 must receive their P60 by 
31 May 2013. 


You have now printed your P60s and can proceed to Step 9, Complete your year 
end on page 54. 


P60 troubleshooting 

In this section, we’ve listed the most common issues with printing P60s and how 
to correct them. 
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Print is all consistently too high, too low or too far to the left or right 

You need to adjust the report settings to move the information printed to the 

left, right, up or down. 

1. On the Produce P60 window, from the drop-down list, choose the layout 
that corresponds to your stationery. 

2. To preview the required P60, select the Preview Reports before printing 
check box then, from beside your chosen stationery option, click Print. 

3. From the top of the report preview window, click Printer Offsets then click 
the Options tab and ensure the Measurement drop-down list is set to Inch. 

4. Click the Printer Offsets tab and check the printer is correct. 


Options 

1 a 1 

Options 

Change the options for the Report Designer 



Options [ Printer Offsets Email Setup | Scheme 


Printer Offsets 

Printer [ SagePDFPrtnter400 


Le 

(ft Off 

set 

Printer-specific offsets 

Left offset 0.0000 4- in 

t 

Top Offset 
1 



Top offset 10.0000 [4j| in 

Report-specific offsets 

Left offset -0.100C4- in 

Top offset -0.0993£J in 





Total offsets when printing this report on this printer: Left offset -0.1000 in 
Top offset -0.0993 in 


5. From the Report-specific offsets section, start by making minor adjustments 
to the values in the Left offset and Top offset boxes as detailed below. 

If required, to force a negative adjustment, use the down arrow button, or 
enter a minus sign before the adjustment figure. 


50 


The following are the most common adjustment issues that you might have: 


Issue 

Solution 

Printing too far to the left 

Increase the left offset 

Printing too far to the right 

Decrease the left offset 

Printing too high 

Increase the top offset 

Printing too low 

Decrease the top offset 


For example, if the P60s are printing a quarter of an inch too high, increase 
the top offset by 0.250; if they are printing a quarter of an inch too far to the 
right, amend the left offset by -0.250. 

6. To save the changes, click OK. 



Altering the report-specific offsets doesn’t change how the P60 appears 
on the preview window, so to see the result of the alteration, you must 
print the report. 


7. To print one copy of the P60, from within the report preview window, 
click Print. 

8. On the Print window, in the Print range section, select Pages, in both the 
from and to boxes enter 1, check that your printer details are correct, then 
click OK. 

You may have to repeat steps 3 to 8 a number of times until the P60 
aligns correctly. 



If the P60 still does not align correctly and you are using a dot matrix 
printer, amend the alignment of the P60 stationery in your printer. To 
align horizontally, move the printer carriage left or right, and to align 
vertically, set the P60 stationery higher or lower in the printer. 
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9. When the P60 aligns correctly, click Close and when prompted to save your 
changes, click Yes. 

You can now print the P60s for all of your employees. For further information, 

please refer to the section To print the P60s for all employees on page 49. 

The first page prints correctly but the subsequent pages creep up 

or down 

This indicates that the paper size is incorrect and you need to check and 

amend your paper size. 

1. On the Produce P60 window, from the drop-down list, ensure you choose 
the layout that corresponds to your stationery. 

2. To preview the required P60, select the Preview Reports before printing 
check box then, from beside your chosen stationery option, click Print. 

3. From the top of the report preview window, click Page Setup. 

4. Click Printer, ensure the correct printer is selected then click Properties. 

5. Depending on your printer, click either the Paper tab or the Advanced 
tab and ensure your paper size is one of the following: 


Stationery 

Paper size 

Orientation 

Laser landscape 

A4 

Landscape 

Laser portrait security 

A4 

Portrait 

Continuous (Dot 

Matrix) 

User Defined 

Portrait 


6. Click OK then click OK again. 

7. To return to the report preview, click OK. 

8. To return to the Produce P60 window, click Close then to save your 
changes, click Yes. 
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Random characters are printing 

Check your printer driver, as you may not be using the best driver for your 
printer. Please refer to the following table for a list of recommended printer 
drivers: 


Printer type 

Recommended driver 

Dot matrix printer: 9 pin 

Epson FX80 

Dot matrix printer: 24 pin 

Epson LQ850 

Dot matrix wide carriage: 9 pin 

Epson FX1050 

Dot matrix wide carriage: 24 pin 

Epson LQ1050 


If you use a Laserjet, Deskjet or Bubblejet printer, we recommend that you 
download the most recent driver from your manufacturer’s website. 

For a guide to installing printer drivers, please visit www.sage.co.uk/ask 
and refer to article number 12073. Alternatively, please refer to your printer 
manufacturer. 

The text and values are inconsistently misaligned 

This may be because: 

• You’re not using the correct version of Sage 50 Payroll. Ensure that you’ve 
installed your new tax year software and that your version is v19.01, v18.02, 
v17.05 or v16.08. You can check your version in Help > About. 

• You’re not using the correct layout for your P60 stationery, or you’re not 
using the correct stationery for the current tax year. 

Ensure that you have 2012/2013 stationery and that you’re choosing the 
correct layout. For more information about choosing the correct layout, 
please visit www.sage.co.uk/ask and refer to article number 11386. 

• An alternative printer driver is required, as above. 
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Message ‘Report Designer was unable to generate the report: No data 
was returned for this report.’ 

This may be because you’re not printing the P60s for the correct tax year. When 
you open the Payroll Year End menu, in the Choose Tax Year window, ensure 
that Tax Year appears as 2012/2013 and Reports date is 05/04/2013. 

If this message appears when you’re emailing your P60s, this is because you’ve 
not set up your employees to receive electronic documents, and entered an 
email address in their record. For further information, please refer to the section 
To email your P60s on page 47. 



If your P60s still don’t print correctly, please visit www.sage.co.uk/ask 
and refer to article number 11386. 


Step 9: Complete your year end □ 

Now that you’ve checked and printed all your year end reports, taken backups 

of your data and submitted your returns online, you can complete your 

year end. 

Running the Complete year end option: 

• Archives all cumulative year to date values for the 2012/2013 tax year and 
removes any historical data which has been stored beyond the number of 
years specified in your software. 

• Removes any loans that were completed in the tax year including student 
loans. 

• If applicable, transfers mileage records from the 2012/2013 tax year into 
the 2013/2014 tax year. 
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To complete your year end process 


1. From the Payroll Year End menu, click the button next to Step 9, Complete 
Year End. 

2. When prompted to continue, click Yes. 

3. When prompted to update your employees’ mileage records using the 
information in the mileage log, to update the relevant records, click Yes, 
or if you don’t keep mileage records, click No. 

4. When you are informed that the tax year end clearing is complete, to return 
to the Payroll Year End menu, click OK. 

You have now successfully completed your year end and cleared all relevant 
year to date information. We recommend that you now take another backup 
of your data. 

Step 10: Take a backup oFyour payroll data □ 

To take a backup 

• From the Payroll Year End menu, click the button next to Step 10, Take a 
backup then follow the Backup Wizard. 

Tip: Apply a relevant file name to your backup, for example, 

AfterPYE201213.001 
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Step 11: Distribute your year end returns □ 

You must distribute your year end returns by the specified deadlines. 

To distribute your year end returns 

1. From the Payroll Year End menu, click the button next to Step 11, Distribute 
year end returns. 

2. If you have not already done so, you must submit your P35, P38A, if 
applicable, and P14s to HMRC by 19 May 2013. 

3. Distribute the P60 End of Year Certificates to your employees by 
31 May 2013 Remember you only need to provide P60s to those 
employees still employed by you on 5 April 2013. 

4. To return to the Payroll Year End menu, click Close. 

If you have completed the steps detailed in this chapter, you have now 

completed your year end routine. 



If you have not already done so, you can now start processing in the 
new tax year. Before you do so, make sure you follow the steps in the 
following chapter, Starting the 2013/2014 tax year. 
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Starting the 2013/2014 tax year 


This chapter helps you prepare your data for the new tax year, including 
checking that you’re using the correct software and updating your employee 
tax codes. 



If necessary, you can start processing in the new tax year before 
running your year end. Before doing this you must install the new tax 
year software and complete all the steps in the chapter Preparing for 
your 2012/2013 year end on page 23 first. 


Step 1: Check the final pay period in 2012/2013 is updated □ 

Before you start processing in 2013/2014, you must ensure that you’ve 
completed all processing in 2012/2013. 

To check this, on the employee list, check the dates in the Last Updated 
column. 

For help with this, please refer to page 25. 


Employee 

Employee 

Last 

Update Status 

Surname 

Forenames 

Updated 


McGarey 

Fiona 

30/03/2013 

Current Run Updated 

McTernan 

Andrew Robert 

30/03/2013 

Current Run Updated 


If the final pay period of the 2012/2013 tax year is complete, you can prepare 
Sage 50 Payroll to start processing in the new tax year. 

Step 2: Check your software version □ 

To ensure that you use the correct legislation for the 2013/2014 tax year, you 
must install the new tax year software. If you haven’t yet installed this, please 
refer to page 16. 
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To check your software version 


1. From within Sage 50 Payroll, open the Help menu and choose About. 

2. In the Licence Information section on the new Support Homepage, check 
that your version is one of the following: v19.01, v18.02, v17.05 or v16.08. 



If your software is not one of these versions and you have installed 
the new tax year software, please call Sage Technical Support on 
0845 111 5555. 


Step 3: Update your employees’ tax codes □ 

Sage 50 Payroll Professional - You can use the Multi-Company Tasks option 
to complete this step. For more information about this, please visit 

www.sage.co.uk/ask and refer to article number 11676. 

To make sure you update all employees’ tax codes 

1. From the horizontal toolbar, click Criteria. 

2. From the Criteria window, clear the On Hold and On Holiday check boxes 


Exclude Employees who are: 

On Hold n On Holiday □ 

Current Year Leavers 0 Historical Leavers 

OK 11 Cancel 



To prevent updating the tax code for leavers, ensure you select Current 
Year Leavers and Historical Leavers check boxes. 
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3. To save your changes, click OK. 

With effect from 6 April 2013, L suffix tax codes increase by 134. For example, 
tax code 81OL becomes 944L. 


Tip: You may receive tax code changes for individual employees on form P9(T) 
from HMRC, either in an electronic format or on a paper list. If you receive any 
such notification, you should amend the tax code for the relevant employees. If 
you receive the notification electronically through the HMRC Mailbox in Sage 50 
Payroll, you can apply the changes automatically. For more information about 
this, please visit www.sage.co.uk/ask and refer to article number 11803. 


To update your employees’ tax codes 

Tip: You can change the tax codes for all employees with an L suffix at once. 

1. Set your processing date to the 2013/2014 tax year, for example, 
06/04/2013. 

2. To ensure you include all employees, from the horizontal toolbar, click 
Clear then click Swap. 

Tip: If you’ve applied any individual tax code changes, clear those 
employees. 

3. Open the Tasks menu, choose Global Changes > Tax Codes > Apply Tax 
Code Change Where Code has Suffix. 

Chanae Tax Code I._^_J 



4. Enter L in the first box and 134 in the second box then click OK. 

5. To proceed, click Yes. 

6. When advised how many employees have been updated, to return to the 
Sage 50 Payroll desktop, click OK. 
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Week 1/month 1 flags 

If you have any employees on a week 1/month 1 tax code, to ensure that their 
tax calculates cumulatively in the new tax year, you must clear the week 1/ 
month 1 flag. 

To clear your employees’ weekl/month 1 flags 

1. To ensure you include all employees, from the horizontal toolbar, click 
Clear then click Swap. 

Tip: If you’ve applied any individual tax code changes, clear those 
employees. 

2. Open the Tasks menu, choose Global Changes > Tax Codes > Clear W1/ 
Ml flag. 

3. When prompted to continue, click Yes, then to complete the process, 
click OK. 

Emergency tax code 

The emergency tax code for 2013/2014 is 944L week 1/month 1. The new tax 
year software displays this code in the Company > Legislation > PAYE tab > 
Emergency Tax Code box. 

Step 4: Prepare to process in the 2013/2014 tax year □ 

Advance your holiday year 

If your holiday year is the same as the tax year, to advance the current holiday 
year, use the Advance Holiday Year option. If required, you can also advance 
the absence year. 

1. Open the Tasks menu then choose Advance Holiday Year. 

2. From the Advance Holiday Year Wizard, click Next. 

3. Select the relevant check boxes, click Finish then to complete the process, 
click OK. 
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For more information, please visit www.sage.co.uk/ask and refer to article 
number 11519. 

Check your small employers’ relief status 

Before you start processing in the 2013/2014 tax year, you should check if you 
qualify for small employers’ relief. The qualifying conditions are based on the 
total amount of Class 1 Nl contributions paid to HMRC in the appropriate tax 
year. For more information, please refer to the relevant HMRC publication 
as follows: 

• El5 Employer Helpbook for Statutory Maternity Pay 

• El 6 Employer Helpbook for Statutory Adoption Pay 

• El 9 Employer Helpbook for Statutory Paternity Pay 

If you qualify for this, in the Company Settings window you must select the 
Eligible for Small Employers’ Relief for 2013/14 check box. If you qualify but 
don’t select this check box and you process any employee with maternity, 
adoption or paternity pay during the year, then your P32 and EPS submissions 
will be incorrect. For more information, please visit www.sage.co.uk/ask and 
refer to article number 859. 

Calculate the Class 1A Nl for any company car details 

If you use Sage 50 Payroll to record details of company cars, please visit 

www.sage.co.uk/ask and refer to article number 11713. 

The HMRC deadlines for Class 1A Nl are: 

• 6 July for HMRC to receive Class 1A Nl forms. 

• 19 July for HMRC to receive payment of Class 1A Nl liability. 

You have prepared your data and can now start processing your payroll in the 
2013/2014 tax year. 
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Legislation changes For 2013/2014 


To comply with the latest changes in legislation for the 2013/2014 tax year, 

Sage 50 Payroll includes: 

• Statutory payment rates for the new tax year. 

• Updated PAYE bands and rates. 

• Updated Nl thresholds. 

• Updated student loan threshold. 

Statutory payment rates for the new tax year 

• All employees who meet the necessary qualifying conditions for SSP are 
eligible to receive a rate of £86.70 per week. 

• All female employees who meet the necessary qualifying conditions for 
SMP are eligible to receive: 

• The higher rate of 90% of their average weekly earnings. 

• The standard rate of 90% of their average weekly, earnings, or £136.78 
per week, whichever is lower. 

• All employees who meet the necessary qualifying conditions for SAP, OSPP 
and ASPP are eligible to receive the standard rate of 90% of their average 
weekly earnings, or £136.78 per week, whichever is lower. 

• For those employers who qualify, Nl compensation for small employers’ 
relief remains at 3%. 


PAYE bands and rates 

HMRC state that from 6 April 2013, the PAYE rates and bands for the 
2013/2014 tax year are as follows: 


Bandwidth 

From 

To 

Rate (%) 

Basic Rate 

32010.00 

0.01 

32010.00 

20 

Yes 

117990.00 

32010.01 

150000.00 

40 

No 

excess 

150000.01 

excess 

45 

No 
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n There may be further changes to the PAYE bandwidths later in the tax 
year. If required, we’ll send you information about these changes before 
they come into effect. 


Nl thresholds 


Nl rates remain unchanged, and the thresholds for the 2013/2014 tax year 
are as follows: 


Earnings limit 

Weekly 

Monthly 

Yearly 

Lower Earnings Limit 
(LEL) 

109.00 

473.00 

5668.00 

Secondary Threshold 
(ST) 

148.00 

641.00 

7696.00 

Primary Threshold (PT) 

149.00 

646.00 

7755.00 

Upper Accrual Point 
(UAP) 

770.00 

3337.00 

40040.00 

Upper Earnings Limit 
(UEL) 

797.00 

3454.00 

41450.00 


Student loans 

From 6 April 2013, the student loan repayment threshold rises by 3.61% 
to £16365. 
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Sage 50 Payroll for 2013/2014 


As well as all of the latest legislation settings, your 2013/2014 software contains 

the following changes: 

• RTI features - Everything you need to process under RTI. 

• Inclusion of P46(Pen) and P46(Expat) - To help ensure you’re providing 
HMRC with all the relevant employee information. 

• New employment types - Inclusion of Pension and Expatriate as an 
employment type. 

• Globally amend contracted hours - To make it quicker and easier to 
enter and amend employees hours for RTI, you’ll now be able to make this 
change using Global Changes. 

• Disconnect and reconnect a submission - Ever waited a long time for 
HMRC servers to accept your submission? Now you’ll be able to pause 
and disconnect from a submission to continue to use your software, and 
reconnect to the submission at a more suitable time. 

• Funding - You are no longer required to inform HMRC via your payroll if 
you’ve received any funding for statutory payments or tax during the period. 

• CIS deductions - You are no longer required to inform HMRC via your 
payroll if you’ve taken CIS deductions from subcontractors. 

• New and improved e-Submissions Log - The log helps you to keep track 
of all your RTI submissions. For information about the log, please visit 
www.sage.co.uk/ask and refer to article number 29226. 

7^1^) For further information about the changes, within your software, open 
cAi Help > What’s New in Sage 50 Payroll. 


For a detailed guide to RTI processing and changes visit 

www.sage.co.uk/rtisupport 

For all the support options available to you, please refer to page 1. 


64 


Start submitting under RTI 


Setting the process date 

You must submit your FPS on or before the date that you actually pay your 
employees. HMRC use the process date contained in the Full Payment 
Submission (FPS) to determine if your submission is late or not. 

You should use the date the employees receive their wages, the payment date, 
as the process date, with an important exception below. 

Non banking days 

If you pay your employees on the same date each month, there will be times 
when this date falls on a non banking day. For example, you pay employees 
on 25th of each month but in May this lands on a Saturday. In this scenario, 
if you actually make payment to your employees on the previous banking day, 
the Friday, you must: 

• Set your process date as your normal pay date, this would be the non 
banking day, Saturday 25th. 

• Process payroll and pay employees on the previous banking day, 

Friday 24th. 

• Submit your FPS on the previous banking day, Friday 24th. 

For more information about process dates and RTI, please visit 

www.sage.co.uk/ask and refer to article number 29962. 

Payroll process 

The way you process your weekly, fortnightly, four-weekly, and monthly payroll 
in Sage 50 Payroll remains largely the same under RTI. The Full Payment 
Submission step has now been added after Update Records. 

However, because of the type of data HMRC require under RTI there may 
be some changes to the way you need to use your software; which are 
outlined below. 


65 






Processing an employee’s final pay before they leave 

When processing an employee’s final payroll, in Enter Payments you should 
tick the ‘Select this check box if your employee is leaving and this is their final 
payment’ check box. Not only can this provide advice about outstanding 
holidays, holiday fund and statutory payments and recalculate Directors’ NIC, 
but it can also help to indicate which employees are included as leavers on 
the FPS. 

Remember, if an employee has left your employment you must mark them 
as a leaver in the normal way before submitting your FPS. 

For more information about making an employee a leaver, please visit 

www.sage.co.uk/ask and refer to article number 29224. 

Processing casual workers or employees you pay infrequently - On Hold 
status 

If you don’t include an employee on an FPS for three periods HMRC will close 
the record they hold for that person. You can change the employee status in 
the Employee record > Employment > Status. 

For more information about processing casual workers, please visit 

www.sage.co.uk/ask and refer to article number 29230. 

Trade dispute 

Employees that are on strike need to have their payroll status set as Trade 
Dispute. This ensures that this information is correctly submitted to HMRC. 

For more information about trade dispute, please visit www.sage.co.uk/ask 
and refer to article number 2310. 
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Submit your Employer Alignment Submission (EAS) 

The EAS is a one-off submission and the first submission that you’ll make under 
RTI. It provides HMRC with a snapshot of your data and a benchmark of who is 
or has been employed by your company in the current tax year. 

When to submit the EAS 

You should submit your EAS any time after 6 April 2013 but before you 
process your first payroll of the year. This is because the EAS must be the first 
submission you make under RTI. 

What you need to do before submitting 

• Check and cleanse your data as outlined on page 12. 

Remember your submission will fail if your company data hasn’t been 
entered. 

• Enter all new starter information in Sage 50 Payroll. 

• Under RTI, the P38A and P38S procedure is no longer valid, so all 
employees must be added to your payroll as normal. 

• Ensure that anyone who has left your company in the current tax year has 
been marked as a leaver in Sage 50 Payroll. 

Making the submission 

1. e-Submissions > Employer Alignment Submission. 



If this option isn’t available it may be because you don’t have 
permission. For more information about access rights, please refer 
to page 21. 


2. Click Next. 
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3. If all employees for your PAYE scheme are held in this company, select Yes. 

If you don’t process all employees in this company, for example, you 
process some in another Sage 50 Payroll company or other payroll 
software, you must select No, then enter how many parts to the submission 
there will be. 

4. Click Next then click Finish. 

5. Complete the Internet Submissions wizard. 

The EAS doesn’t contain any payment information, only company and 
employee details, such as: 

• Your PAYE reference, accounts office reference and tax office number. 

• Employee name and address, Nl number and tax code, payroll ID, 
employment start date and end date, if applicable. 

For more information about making an EAS, including further information on 
starters and leavers, please visit www.sage.co.uk/ask and refer to article 
number 29218. 

Submit your Full Payment Submission (FPS) 

This is the regular submission that you’ll make each time you pay your 
employees. It contains starter and leaver information, employee details such 
as name and address, Nl number and tax code as well as payment and 
deduction information. 

It’s important to note it must be made on or before the date you pay your 
employees. 

What you need to do before submitting 

Making an FPS will become as regular and intuitive as printing your reports, but 
until it does, please check the following to make sure you’ve done everything 
you need to before you submit: 

• Added any new starters since the EAS or last FPS. 
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• Put any casual or infrequent workers on hold if applicable. 

• Completed your payroll run in full. 

• Printed your payslips and pre-update reports. 

• Completed the Update Records step of the payroll process. 

• Processed any leavers. 

Tip: Sage 50 Payroll RTI Edition - Use the FPS checklist within the software to 
ensure you’ve completed all the necessary steps. 

To ensure it appears, e-Submission > e-Submission Settings > select Show 
FPS checklist. 

The checklist appears when you click Payroll > Full Payment Submission. 

Making the submission 

1. Payroll > Full Payment Submission. 

If this option isn’t available it may be because you don’t have 
permission. For more information about access rights, please refer 
- * to page 21. 

2. Complete the Internet Submissions wizard. 

For more information about making an FPS, please visit www.sage.co.uk/ask 
and refer to article number 29219. 

You’ll soon become familiar with the FPS, and you’ll be confident with when 
and how to submit. Going forward, please remember that HMRC require you to 
submit your FPS on or before the date that you actually pay your employees. 
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Correcting mistakes 


There may be times when you need to make an amendment to your payroll, 
for example, you may have forgotten to pay overtime to an employee, or you’ve 
processed an employee using the wrong Nl category or tax code. Whatever the 
mistake is, it can be easily rectified, either by rolling back or restoring a backup 
in your software, or informing HMRC of the error. 

Whatever the mistake, you shouldn’t ignore it, as it’s probably easier to resolve 
than you may think. 

EAS 

You shouldn’t make a second submission of your EAS. If you realise there is a 
mistake with your data after you’ve submitted the EAS, contact HMRC to inform 
them. This can then be corrected before you make your first FPS. 

FPS 

If you realise there’s a mistake with your employees’ pay, this can be corrected 
in the usual ways. 

• Not yet submitted your FPS? - You can use Rollback, Recover or Restore 
to correct your processing as normal. Or submit the FPS and make any 
corrections in the next pay period. 

• Already submitted your FPS? - Make any corrections in the next pay 
period. Or, because the FPS only contains year to date figures, you can 
use Rollback, Recover or Restore to correct your processing. HMRC do not 
want another FPS for the same period so Sage 50 Payroll stops you from 
making one. The FPS you submit for your next pay period will contain the 
revised year to date figures. 

EPS 

If you’ve submitted incorrect values on your EPS, don’t worry, just correct the 
values and submit it again. 
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NVR 


You can submit the NVR as often as required. 

For more information about correcting errors, please visit www.sage.co.uk/ask 
and refer to article number 29222. 

Your first month end 

So by now you’ve probably submitted your EAS and first FPS. Hopefully it’s all 
going smoothly and you’re seeing the benefits RTI is bringing to your business. 

Before you can say your first month under RTI is complete, there are a few 
extra things to do. You’ll already be familiar with some and we’ve mentioned the 
others already. 

1. Firstly, we recommend setting your process date to the last day in the tax 
month. For example, if you’re running month end for tax month 1, set your 
process date to 5 May. 

You can change your process date within Payroll > Change 
^1 Process Date. 


2. Next, run the P32, which tells you what you need to pay to HMRC at the 
end of each tax month, and informs you if you need to submit an EPS. If you 
don’t already run the P32 this is a good time to start. You should only run 
the P32 for one month at a time. 

You can find the P32 in Reports > Period End. 

For more information about running the P32 please visit www.sage.co.uk/ 
ask and refer to article number 11251. 

3. Now’s the time to submit your EPS, if applicable. If you’re unsure about 
this, please take a look at the following section about submitting your EPS. 
Remember, if you need to make an EPS submission, you must do so when 
or before you make your payments to HMRC. 
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You can now make your payment in the normal way to HMRC. The deadline for 
making the payment is the 19th of each month, so the deadline for the payment 
for tax month 1 is 19 May. 

Submit your Employer Payment Summary (EPS) 

How to tell if you need to submit an EPS 

You may find yourself unsure at times whether you need to submit an EPS. 
However, there are clear criteria for whether you’re required to submit one, 
they are: 

• You’ve recovered statutory payments, including any related Nl 
compensation. 

• You’ve had CIS deductions taken. 

• You’ve withheld Nl as part of the Nl holiday for new businesses. 

• Your liability to HMRC for a period is zero and you don’t need to make a 
payment. 

If you’re still unsure, you can check the following: 

• P32 - Text appears advising if you need to submit an EPS based on that 
month’s figures. 

• CIS 132 - If you’ve a value in column E, then you must submit an EPS. 

What you need to do before submitting 

• Ensure all pay periods in the relevant tax month have been run and 
completed and each FPS submitted. 

f Tax months run from the 6th of one month to the 5th of another, for 
example 6 April to 5 May. 
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Set the process date in Sage 50 Payroll to the last day of the tax month you 
want to run the EPS for. For example, if you want to run the EPS for tax 
month 3 set the process date to 5 July. 


Run report P32 - Employer Payment Record for the tax month you’re 
submitting the EPS for. This report helps you confirm that you need to 
run the EPS and also check the values during the submission process. 


Making the submission 

1. e-Submissions > Employer Payment Summary > Next. 



If this option isn’t available it may be because you don’t have 
permission. For more information about access rights, please refer 
to page 21. 


2. Select the statement that is relevant to the submission you’re making. 
Follow the steps below based on the statement selected. 

• Reducing your payment to HMRC 

Click Next then verify your statutory payment recovered values, and NIC 
compensation amounts if you’re classed as a small employer and can 
claim this. Use your P32 to check that the values are correct. If you need to 
change the values, you can change them here. 

The EPS contains cumulative year to date figures. 


Once the values are correct > Next. 

Enter any CIS deduction and NIC holiday amounts > Next and proceed to 
step 3. 




You can’t calculate these values via Sage 50 Payroll, you must enter 
them manually based on your external records. 


No payment due for the current month 
Click Next and proceed to step 3. 

No payment due for the current and previous months 
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Click Next, enter the first tax month you’re indicating that no payment is due 
then click Next and proceed to step 3. 

• No payment due for the current and future months 

Click Next, enter the future tax month you’re indicating that no payment is 
due for then click Next and proceed to step 3. 

3. To confirm the selection made and that the values previously entered are 
correct > Finish. To go back and review or change the amounts > Back. 

4. Complete the Internet Submissions wizard. 

Submit your National Insurance Number Verification (NVR) 

Use the NVR submission to either obtain the correct Nl number for an employee 
where you don’t have one or have used a temporary number, or confirm that 
the existing Nl number you have for an employee is correct. 

What you need to do before submitting 

Ensure the data you hold for this employee is accurate, for further help with this 
please refer to the instructions on page 12 of this guide. 

Making the submission 

1. Select the employees you want to verify the Nl number for > e-Submissions 
> Nl Verification. 



If this option isn’t available it may be because you don’t have 
permission. For more information about access rights, please refer 
to page 21. 


2. Complete the Internet Submissions wizard. 
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How do I receive the confirmed Nl number information back from HMRC? 

You’ll receive notices back from HMRC in your Secure Mailbox in Sage 50 
Payroll in the form of an NVREP or NOT. You can apply these notices to the 
relevant employee at the click of a button. 



HMRC may send notices to your Secure Mailbox without you sending 
an NVR. Because of this, we recommend you check your Secure 
Mailbox regularly to ensure you don’t miss any notices from HMRC. 


If you haven’t used the Secure Mailbox before or would like further information 
about it, please visit www.sage.co.uk/ask and refer to article number 11803. 


On-going RTI 

As you continue to process under RTI, you’ll also continue to submit your FPS 
each pay period and an EPS when required. Your process each month and at 
month end won’t change and it’s probably a good idea to use a checklist until 
you get into a routine to ensure nothing is missed. 

To use our prepared checklists, please visit www.sage.co.uk/ask and 
refer to article number 29800. 


Remember that your FPS is the only submission that you’ll be making 
consistently. You’ll be submitting this every pay period, on or before your 
employees are paid. 

Don’t forget, there are two other submissions that you need to submit under 
certain circumstances. Since you may be submitting these infrequently, it would 
be easy to forget these so make sure you know your routine each month, which 
should involve checking if you need to submit an EPS or NVR. 

For more information about submitting an EPS please visit 

www.sage.co.uk/ask and refer to article number 29221. 

For more information about submitting an NVR please visit 

www.sage.co.uk/ask and refer to article number 29228. 
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As you continue to submit under RTI, you can use the new and improved 
e-Submission Log to keep track of your submissions. For more information, 
please visit www.sage.co.uk/ask and refer to article number 29226. 
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2013/2014 year end under RTI 

You don’t need to do anything now for the 2013/2014 year end, except know 
that it’s much simpler and easier than the year ends that you’re used to. 

As you’re submitting to HMRC on a regular basis throughout the year, there 
aren’t any further reports to reconcile or submit at year end. 

Year end under RTI consists of answering and submitting five declarations, and 
distributing your employee P60s. We’ll tell you all about this in plenty of time for 
your next year end. 

For further help with RTI, please refer to the following: 

Keep up to date with all the latest RTI news on our RTI support site, 

www.sage.co.uk/rtisupport 

For a list of frequently asked questions and answers, please refer to the 
next section, Common RTI questions. 

For a list of our most popular RTI articles, visit www.sage.co.uk/ask 
and refer to article number 29963. 

To see all of our RTI support options, including webinars and a detailed 
RTI guide, visit www.sage.co.uk/ask and refer to article number 

30045. 
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Common RTI questions 


Q. When can I see the RTI features in my Sage Payroll software? 

A. For all SageCover customers, the RTI features install as part of your payroll 
year end software update, and the functionality appears when you open your 
Sage Payroll software with a date on or after 6 April 2013. If you’re using Sage 
50 Payroll RTI Edition then you can use the new RTI Centre now to help you to 
get ready for RTI. 

Q. When do I start submitting under RTI? 

A. Most employers will start to submit under RTI from 6 April 2013 and you 
should have received a letter from HMRC confirming this. The earliest date you 
can make an RTI submission is 6 April 2013. You must submit your EAS and 
first FPS on or before the date you pay your employees for the first time after 
6 April. 

Q. What can I do now to get ready? 

A. It’s never too early to start preparing for RTI and there are things you can 
do now to make sure your employee data is accurate. This guide and our RTI 
support site at www.sage.co.uk/rtisupport contain all the information you 
need to understand what RTI is, how to get your data ready and how to start 
submitting under RTI. 

Q. How do I enter employees’ hours? 

A. HMRC need to know how many hours each employee normally works. You 
need to enter the contracted hours for all your employees in Sage 50 Payroll in 
Employee record > Employment > Salary. 

For more information about entering your employees’ contracted hours, please 
see the section on entering employee payment data on page 13. 


Q. Why are the RTI submission options not available? 

A. This is because the Sage Payroll user doesn’t have the appropriate access 
levels. By default, any existing users other than Manager don’t have access to 
RTI submissions. To find out how to grant access, please refer to page 21. 

Q. Should my employee payment method be BACS or Direct BACS? 

A. If you pay your employees via BACS using a Service User Number (SUN) 
then select Direct BACS. For more information, please refer to the How will RTI 
impact you section on page 10. 

Q. What process date should I use to process my payroll? 

A. You should use the date the employees receive their wages, the payment 
date, as the process date. For further information about this, please refer to 
page 8. 

Q. I’ve made a mistake in my submission, what should I do? 

A. Firstly, don’t worry, whatever the mistake is there is a solution. 

For information about what action to take, please refer to page 70. 

Q. How do I check what has been submitted, and if it was successful? 

A. RTI submissions are cumulative, and submit your employees’ year to date 
values for the current tax year. The best way to check the figures is to view your 
employee PI Is in Sage 50 Payroll > Reports > Employee > P11 Deduction Card 
(NIC Details) and P11 Deduction Card (PAYE Details). 

To check if a submission was successful, you can use the newly updated 
e-Submissions Log. For information about how to use the log, please visit 

www.sage.co.uk/ask and refer to article number 29226. 
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Notes 


Q. Some of my employees are irregularly paid, do I need to do anything 
different? 

A. For casual workers or employees paid infrequently, you’ll need to use the On 
Hold status in their record. For information about this, please refer to page 9. 

Q. I’ve submitted my EAS but I now have a new starter, what do I need to 
do? 

A. Any new employees added to your payroll are automatically included on your 
FPS. You don’t need to resubmit an EAS. 

For a full list of the common RTI questions and answers, please visit 
www.sage.co.uk/ask and refer to article number 30009. 
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with Sage (UK) Limited or any of its 
subsidiaries (‘Sage’). If you require 
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